
DEPARTMENT OF VETERANS AFFAIRS 

Assistant Secretary for Human Resources and Administration 


Washington DC 20420 


APR - 3 2015 

MEMORANDUM FOR UNDER SECRETARIES, ASSISTANT SECRETARIES, OTHER 
KEY OFFICIALS 

SUBJECT: The Secretary's Fifth Annual Diversity and Inclusion Excellence Awards 
Program 

It is my pleasure to announce that the Department of Veterans Affairs (VA) is 
now accepting nominations for the Secretary's Fifth Annual Diversity and Inclusion 
Excellence Awards Program. These awards recognize exemplary contributions by VA 
managers/supervisors, employees, and teams who work to create a diverse VA 
workforce and cultivate an inclusive VA workplace. 

Award eligibility criteria and additional infonTiation are attached and available on 
the VA Office of Diversity and Inclusion {ODI) Web site at 
http://www.diversity.va.gov/programs/sec-awards.aspx. Please note that all nomination 
packages must be received by Friday, May 29, 2015, using the procedure outlined in 
the attachment. 

Please join me in this opportunity to recognize VA's diversity and inclusion 
champions who embody VA's I CARE core values by demonstrating a commitment to 
the Department's efforts to empower all employees to reach their full potential in service 
to our Nation's Veterans. 

~~~ 
'l3ina S.-Farrisee 

http://www.diversity.va.gov/programs/sec-awards.aspx


THE SECRETARY'S FIFTH ANNUAL DIVERSITY AND INCLUSION 

EXCELLENCE AWARDS PROGRAM 


NOMINATION CRITERIA AND INFORMATION 


I. AWARD CATEGORIES 

A. 	Nonsupervisory Employee 

B. 	 Manager/Supervisor 

C. 	 Team 

II. NOMINATION 

A. 	 Anyone can nominate any individual or group for a Diversity and Inclusion 
Excellence Award. Nominees should be individuals or teams who have achieved 
outstanding results through unusually effective leadership, skill , innovation, and 
perseverance in the areas of diversity and inclusion. While special acts or other 
one-time achievements may be considered, these awards place emphasis on 
effective, sustained efforts, and significant achievements worthy of recognition 
within the twelve months prior to the nomination submission. This justification 
will serve as the principal basis for selection of the award recipients. 

B. 	Nominations must be submitted for only one of the three categories listed 
above and submitted using the attached nomination template available at 
http://www.diversitv.va.gov/programs/sec-awards.aspx. The narrative should 
clearly highlight individual or team accomplishments in one or more of the three 
following criteria. These criteria align with the goals of VA's Diversity and 
Inclusion Strategic Plan for FY 2012-2016 (http://www.diversity.va.gov): 

1. 	 Build a diverse, high-performing workforce that reflects all segments of 
society. 

2. 	 Cultivate a flexible, collaborative, and inclusive work environment that 
leverages diversity and empowers all contributors. 

3. 	 Facilitate outstanding, culturally competent public service and stakeholder 
relations through effective leadership and accountability. 

Ill. ELIGIBILITY 

A. 	 Any VA nonsupervisory employee, manager/supervisor, or team who meets the 
criteria may be nominated. Please note that individuals and teams may include 
equal employment opportunity (EEO) program practitioners (for example, EEO 
program managers, counselors, investigators, and special emphasis program 
managers). 
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B. 	The nominee (or, in the case of a team category nomination, ALL members of 
the team) must pass a security check. Nominees who do not pass this security 
check by close of business Friday, June 12, 2015, will not be considered. 
Nominees who have had prior findings of discrimination, adverse actions, 
harassment or other improper behavior will not be considered. Nominees who 
are under investigation will be considered as long as no adverse findings are 
presented as of the date of the awards ceremony. In the event that one team 
member does not pass through the security clearance process, the head of the 
sponsoring organization must decide whether to proceed with the nomination 
without the team member or whether to withdraw the nomination. That 
determination must be made by close of business Friday, June 12, 2015. 

C. 	Prior recipients of the Secretary's Diversity and Inclusion Excellence Awards 
must wait until one complete awards program cycle has concluded before they 
are eligible for nomination in ANY category. 

D. 	For a nominee to be eligible, the deadlines outlined under Section IV must be 
met. 

IV. DOCUMENTATION AND PROCESSING 

A. 	 How to Apply 

1. 	The nominator must complete the nomination template and gather any 
supporting documents which serve as direct evidence to support the 
nomination. Supporting documents may include workforce statistics and 
graphs. Please do not include photographs. 

2. 	The nominee must complete the attached VA Form 0235 (Security Check 
for Candidate Requiring Approval of the Secretary), also available at 
http://www.diversity.va.gov/proqrams/sec-awards.aspx. In the case of a team 
nomination, each team member must complete this form. 

B. 	Complete nomination packages are to be processed and approved as indicated 
below (NOTE: Because VA Form 0235 contains sensitive information, it must be 
submitted via encrypted email. If you do not have encryption capability and will 
need to fax or mail this form, contact your Administration/Staff Office coordinator 
who will instruct you as to how to proceed): 

1. 	Veterans Health Administration (VHA) employees and teams: 

• 	 Field nominations must be endorsed by the Medical Center Director, or 
designee, and then submitted to the VISN Director, or designee, for 
concurrence and approval. 
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OR 


• 	 Program and Service Office nominations must be endorsed by the 

respective Program Officer of Service Director, or designee, for 

concurrence and approval. 


AND 

• 	 The nomination package (including the completed nomination template, 
supporting documents, encrypted VA Form 0235, and endorsements) 
must be submitted by close of business Friday, May 29, 2015, to David 
Rabb, Diversity & Inclusion Office (10A2G), at David.Rabb@va.gov for 
coordination and submission of (1) VA Form 0235(s) to the Security and 
Investigations Center (SIC) and then (2) the entire package, including 
SIC-approved VA Form 0235(s), to the Under Secretary for Health for 
concurrence and approval. 

2. 	 Veterans Benefits Administration (VBA) employees and teams: 

• Nominations must be endorsed by the Facility Director, or designee. 

AND 

• 	 The nomination package (including the completed nomination template, 
supporting documents, VA Form 0235, and endorsements) must be 
submitted by close of business Friday, May 29, 2015, to Lois Scoon, VBA 
Office of Diversity Management and EEO (20M2), at Lois.Scoon@va.gov 
for coordination and submission of (1) VA Form 0235(s) to the Security 
and Investigations Center (SIC) and then (2) the entire package, including 
SIC-approved VA Form 0235(s), to the Under Secretary for Benefits for 
concurrence and approval. 

3. 	 National Cemetery Administration (NCA) employees and teams: 

• 	 Field nominations must be endorsed by the National Cemetery Director, 
or designee, and then submitted to the MSN Director, or designee, for 
concurrence and approval. 

OR 

• 	 Program and Service Office nominations must be endorsed by the 

respective Program Officer of Service Director, or designee, for 

concurrence and approval. 
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AND 

• 	 The nomination package (including the completed nomination template, 
supporting documents, VA Form 0235, and endorsements) must be 
submitted by close of business Friday, May 29, 2015, to Perdita 
Johnson-Abercrombie, NCA Office of Diversity Management and EEO 
(41 ), at Perdita.Johnson-Abercrombie@va.gov for coordination and 
submission of (1) VA Form 0235(s} to the Security and Investigations 
Center (SIC} and then (2) the entire package, including SIC-approved VA 
Form 0235(s}, to the Under Secretary for Memorial Affairs for concurrence 
and approval. 

4. 	 Nominations for all other VA employees and teams must be submitted 
through the appropriate organizational heads by close of business 
Friday, May 29, 2015. 

C. 	Complete nomination packages that have been approved according to the 
guidelines outlined above in section IV, paragraph B must be received in VA's 
Office of Diversity and Inclusion (ODI) by close of business Friday, June 12, 
2015. A complete nomination package will include the completed nomination 
template, supporting documents, encrypted SIC-approved VA Form 0235, and 
endorsements by the appropriate Under Secretary, Assistant Secretary, or Key 
Official. NOTE: Because VA Form 0235 contains sensitive information, it must 
be submitted via encrypted email. If the Administration/Staff Office coordinator 
does not have encryption capability, the form must be faxed or mailed. 

D. 	A screening committee will review all nominations and recommend finalists for 
consideration by the Secretary. 

V. AWARDS 

Each individual recipient will receive an award and a personal acknowledgement of his/her 
accomplishment from the Secretary. Recipients of team awards will be recognized as a 
group and the award will be presented to the respective facility or organization. 

VI. INQUIRIES 

Please contact Ms. Palmore if you need further assistance at (202) 461-4073 or 

Rhonda.Palmore@va.gov. 
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-THE SECRETARY'S FIFTH ANNUAL 

DIVERSITY AND INCLUSION EXCELLENCE AWARDS PROGRAM 


' 2015 NOMINATION 

Form available online at http://www.diversity.va.gov/programs/sec-awards.aspx. 


A. About the POINT OF CONTACT (POC) for this nomination 

1. POC Name and Official VA Title: 

2. POC Administration (check one): 
LJVeterans Health Administration 
0Veterans Benefits Administration 
0National Cemetery Administration 
Dstaff Offices 

3. POC Email Address and Phone Number: 

4. POC Name/Location of Dutv Station and Actual Location (if different from Duty Station): 

8. About the NOMINATION and the NOMINEE(S) 

1. 	 Category (check one): .,' 

LJNonsupervisory Employee 
0Manager/Supervisor 
0Team 

2. 	 Nominee Name(s), Official VA Title{s), and Title{s) in Relation to Nomination (for Team 

nominations, orovide this information for all members): 


3. 	 Nominee Administration (check all that apply): 

LJVeterans Health Administration 

0Veterans Benefits Administration 

0National Cemetery Administration 

Dstaff Offices 


4. 	Nominee Email Address and Phone Number (for Team nominations, provide an email 

address and phone number for the Team's primarv point of contact): 


5. 	 Nominee Name/bocation of Duty Station(s) and Actual Location{s) {if different from Duty 

Station(s]) (for Team nominations, provide the location of the Team's primary point of 

contact): 


6. 	 Nominee's Immediate Supervisor and Contact Information (for Nonsupervisory Employee 
cateaorv}: 

7. 	 Prior awards_J such as local and aroup recoanition, and sionificant honors (give dates): 
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C. CRITERIA 

Nominations must include narratives that address one ormore of the three following criteria 
that align with goals of VA 's Diversity and Inclusion Strategic Plan. The examples listed 
under each criterion are meant to be illustrative only and are intended to help the nominator 
think about the nominee's work in these areas. Nominees should be individuals or teams 
who have achieved outstanding results through unusually effective leadership, skill, 
innovation, and perseverance in the areas of diversity and inclusion. While special acts or 
other one-time achievements may be considered, these awards place emphasis on effective, 
sustained efforts, and significant achievements worthy of recognition within the twelve 
months prior to the nomination submission. This justification will serve as the principal basis 
for selection of the award recipients. 

' 1. A Diverse Workforce (Build a diverse, high-performing workforce that reflects all 
segments ofsociety.) 

Examples: 
• Utilize staffing flexibilities and special hiring authorities (e.g., Veterans, Schedule A for 

people with disabilities, student internships, and fellowships). 
• Develop strategic partnerships with affinity organizations, professional associations, and 

educational institutions focused on groups with low participation rates to perform strategic 
recruitment. 

• Exceed the established hiring and on-board goals for people with targeted disabilities, 
placing them in positions with promotion potential. 

• Implement diversity-focused internship and fellowship programs, including Workforce 
Recruitment Program, National Diversity Internship Program, and Career Pathways 
Programs. 

• Ensure that employment outreach programs target disabled, female, minority, and 
mu/tigenerational Veterans and spouses of Veterans. 

2. An Inclusive Workplace (Cultivate a flexible, collaborative, and inclusive work 
environment that leveraaes diversity and em1Jowers all contributors.) 

Examples: 
• Develop workforce succession plans addressing barriers to EEO and diversity; analyze 

attrition by race, ethnicity, and gender. 
• Aggressively market broad as well as targeted outreach for leadership development and 

mentoring programs (Aspiring Leaders, Leadership VA, SES Candidate Development 
Program, Technical Career Field programs and for use ofMyCareer@VA). 

• Employ Civility, Respect, and Engagement in the Workplace initiatives in organizations 
experiencing high workplace conflict/per capita complaints orbarriers to inclusion. 

• Support special emphasis programs, employee affinity and resource groups, and expand 
these groups to represent new, emerging aspects ofdiversity (multigenerational; Lesbian, 
Gay, Bisexual, and Transgender; etc.). 

• Implement work/life flexibilities (wellness, telework, flexible work schedules) to improve 
productivity, reduce an accident rate, or attain other desired outcomes. 

3. Outstanding Public Service (Facilitate outstanding, culturally competent public 
service and stakeholder relations throuah effective leadershilJ and accountabilitv.) 
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Examples: 
• 	 Deliver cultural competency, diversity and inclusion training to the VA workforce. 
• 	 Monitor customer service surveys and indicators and take action to attain desired 

outcomes. 
• 	 Target outreach to indigenous/rural populations that historically do not avail themselves of 

VA services. 
• 	 Provide EEO, diversity and inclusion, and conflict management training for all employees. 
• 	 Incorporate broad-based diversity and inclusion content in agency branding and 

communication strategies (media outreach, public awards, various communications tools 
and vehicles, strategic communications, Web sites). 

You may attach a limited number ofsupporting documents which serve as direct evidence to 
support the nomination. Supporting documents may include workforce statistics and graphs; 
please do not include photographs. Sections 1, 2, and 3 addressing the criteria may be 
lengthened however, nominations should be five pages maximum, including this completed 
nomination template. 
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